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New  Billing  Procedures  For  Com- 
puter Training  Services 

As  part  of  the  training  services  contract  effec- 
tive July  1,  1993,  the  Helena  Vo-Tech  will  per- 
form all  related  administration  duties  which 
includes  billing.    The  registration  form  has  been 
altered  to  reflect  the  new  billing  procedures. 
Instead  of  providing  your  agency's  "ISD  billing 
number",  include  your  SBAS  responsibility  cen- 
ter number.    (The  "authorized  signature"  field  is 
still  required).    The  Helena  Vo-Tech  Center 
will  bill  your  agency  directly.    If  you  have  ques- 
tions regarding  the  new  billing  procedures, 
please  call  the  Helena  Vo-Tech  Center  at  444- 
6800. 


Term  Contract  Status 


Microcomputers 

Digital  Equipment  Corporation  (DEC)  is  in  the 
midst  of  a  company  wide  reorganization.    Some 
staff  changes  have  taken  place,  and  others  are 
forthcoming.    Most  of  the  people  the  State 
deals  with  on  a  day-to-day  basis  will  remain  the 
same.    Rob  Leavitt,  (442-1342)  will  continue  to 
provide  local  marketing  support,  with  Ken 
Thompson  providing  overall  contract  manage- 
ment for  DEC.    The  direct  marketing  support 
on  most  products  will  continue  to  be  sub- 
contracted by  DEC  to  WYLE.    Centauri,  a 
division  of  WYLE  established  this  spring,  will 
be  responsible  for  term  contract  orders.    Steve 
Priegal,  (800-356-9953)  will  provide  telephone 
order  assistance.    As  in  the  past,  when  you  have 
service  problems  with  DEC  equipment,  call  800- 
DIGITAL  (800-344-4825).    Local  (Helena)  ser- 
vice calls  should  will  most  likely  be  responded 
to  by  Dan  Bouray,  who  has  17  years  experience 
with  Digital. 
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As  with  most  "transparent  or  seamless"  changes 
in  our  industry,  there  may  be  a  few  questions. 
Be  sure  to  call  Brett  at  0515  if  you  need  clarifi- 
cation. 


Laser  Printers 

New  products  and  price  changes  have  been 
incorporated  into  the  Hewlett  Packard  laser 
printer  term  contract.    The  latest  price  list  has 
been  sent  via  electronic  mail,  and  addendum  #2 
has  been  issued.    For  technical  questions  or  for 
the  latest  prices  and  products  call  Computerland 
at  329-7660. 


WINDOWS  3.1  -  Securing  Your 
Program  Manager  Settings 

Do  you  ever  find  that  someone  who  has  been 
using  your  pc  has  changed  and  saved  the  layout 
of  your  Program  Manager  icons  and  titles  -  the 
layout  that  you  spent  an  hour  getting  "just 
right".    There  are  some  steps  you  can  take  to 
prevent  other  users  from  changing  your  Win- 
dows Program  Manager  setup. 

The  easiest,  but  least  restrictive,  is  to  add  the 
following  lines  to  your  PROGMAN.INI  file. 
(Be  sure  to  backup  your  PROGMAN.INI  before 
making  ANY  changes.) 

(restrictions] 
NoSaveSettings=l 

After  adding  these  lines  to  PROGMAN.INI  and 
restarting  your  Windows  session,  the  "Save  Set- 
tings On  Exit"  option  under  Program  Manager 
Options  will  be  greyed  out.    With  the  Save 
Settings  option  unavailable  a  person  can  make 
as  many  changes  to  your  Program  Manager 
layout  as  desired,  but  the  changes  cannot  be 
made  permanent.    The  next  time  you  start  Win- 
dows your  original  settings  will  be  restored. 

If  you  want  to  be  more  restrictive  about  what 
can  be  done  to  your  Program  Manager  layout 
and  your  Windows  session  in  general.you  can 
add  an  EditLevel=  statement  to  the  [re- 
strictions] section  of  your  PROGMAN.INI  file. 
The  4  different  values  for  EditLevel  and  their 
effect  are  outlined  below. 


EditLevel=l  Disables  the  File  menu's  NEW, 
MOVE,  COPY,and  DELETE 
commands  for  program  groups 

EditLevel=2Same  as  EditLcvel  =  l  plus  it  dis- 
ables NEW,  MOVE,COPY,  and 
DELETE  commands  for  program 
icons 

EditLevel =3  Same  as  EditLevel=2  plus  it  pre- 
vents changes  to  the  Command 
Line  text  box  in  the  properties 
dialog  box 

EditLevel =4  Same  as  EditLevel=3  plus  it  pre- 
vents changes  to  the  properties 
dialog  box 

Other  protective  options  available  for  inclusion 
in  the  [restrictions]  section  of  PROGMAN.INI 
are: 

NoRun  =  l      Prevents  users  from  launching  ap- 
plications from  the  File  menu's 
RUN  command 

NoClose=l   This  disables  the  File  menu's 
CLOSE  command 

NoFileMore=l  Removes  the  File  menu  from 
Program  Manager,  forcing  a 
user  to  double-click  on  the 
Control-bar  to  exit  Windows. 

If  you  have  questions  about  this  article,  or 
about  Windows  in  general,  contact  Denny 
Knapp  of  End  User  Computing  at  444-2072. 


CorelDraw  3.0  Tips 

CorelDraw  is  full  of  great  tools  for  drawing  and 
type  manipulation.    But  CorelDraw  is  also  full 
of  shortcuts  for  selecting  text.    For  example, 
let's  say  you're  using  the  Text  tool  to  edit  a 
page.    To  select  a  word,  double-click  it;  to  se- 
lect a  sentence  hold  down  <CTRL>  and  click 
it,  to  select  a  string  of  text  click  one  end.  hold- 
ing down  <SHIFT>,  and  click  the  other  end. 
To  move  the  insertion  point  within  a  text  block, 
use  the  cursor  keys;  press  <HOME>  to  move 
the  insertion  point  to  the  beginning  of  the  cur- 
rent line  and  press  <END>  to  move  it  to  the 
end.    <CTRL>-<HOME>  moves  it  to  the  end 
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of  the  block.    (Since  it's  sometimes  hard  to 
select  text  at  the  beginning  of  a  block  by  click- 
ing and  dragging  over  it,  try  clicking  anywhere 
in  the  block,  pressing  <CTRL>-<HOME>, 
then  holding  down  the  <SHIFT>  key  and 
clicking  at  the  place  you  want  the  selection  to 
end.) 

If  the  default  text  font  (24-pint  Avalon  isn't  to 
your  liking,  you  can  change  it  permanently  by 
using  the  Windows  Notepad  to  edit  the 
CORELDRW.INI  file,  located  in  your  Corel- 
Draw program  directory.    Find  the  line  that 
reads  'DefaultFont=Avalon,l,24*  in  the  [CDra- 
wConfig]  section,  and  change  'Avalon'  to  the 
name  of  any  PostScript  font  (provided  you  have 
Adobe  Type  Manager  or  a  PostScript  printer) 
or  TrueType  font  installed  on  your  system.    The 
next  setting,  after  the  comma,  lets  you  specify 
the  weight  of  the  default  font:    1  for  normal,  2 
for  bold,  4  for  italic,  or  8  for  bold  italic.    The 
final  setting  is  the  point  size. 

For  more  information  contact  Jerry  Kozak, 
EUC  at  444-2907. 


TECHTALK 


"Get  There  With  End" 

To  see  all  8192  rows  and  256  columns  of  a 
worksheet,  your  screen  would  have  to  be  7 
yards  wide  and  61  yards  long.    That's  why  the 
<END>  key  is  so  useful.    Press  <END>  fol- 
lowed by  <HOME>  and  the  cell  pointer  jumps 
to  the  bottom  right  corner  of  the  active  portion 
of  a  spreadsheet.    (Note:    The  active  portion  of 
a  spreadsheet  is  the  rectangular  area  between 
cell  AI  and  the  lowest  and  rightmost  non-blank 
cell  in  the  worksheet.)    Put  the  cell  pointer  on 
a  blank  cell  and  press  <END><RIGHT>  and 
the  pointer  jumps  to  the  first  non-blank  cell.    If 
no  non-blank  cells  are  in  that  direction,  the 
pointer  jumps  to  column  IV.    Put  the  pointer 
on  a  non-blank  cell  and  press  <END> 
<RIGHT>  to  jump  to  the  cell  before  the  next 
blank  cell  (the  last  non-blank  cell  in  that  range 
of  non-blank  cells)." 
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This  handy  tip  was  reprinted  from  the  June 
1993  PC  World.    To  add  to  it,  you  can  u.se  the 
<END>  key  in  conjunction  with  <LEFT>, 
<UP>,  <DOWN>  and  <R1GHT>  arrow  keys. 
If  the  cell  pointer  is  surrounded  by  blank  cells, 
pressing  the  key  combination  will  take  you  to 
the  next  cell  containing  data  in  the  direction 
you  specified.    If  there  aren't  any  cells  contain- 
ing data  in  that  direction,  the  pointer  jumps  to 
the  last  row  or  column  of  the  spreadsheet  in 
the  direction  you  specified.    If  the  cell  pointer 
is  surrounded  by  cells  containing  data,  then 
pressing  the  key  combination  will  cause  the 
pointer  to  jump  to  the  last  cell  containing  data 
no  matter  which  direction  you  are  going. 


This  sounds  complicated,  but  it  really  isn't, 
it  next  time  you  are  using  1-2-3! 


Try 


If  you  have  any  questions  about  using  the 
<END>  key,  or  any  other  feature  of  Lotus  1- 
2-3,  call  Irv  Vavruska  at  444-2858,  or  Jerry 
Kozak  at  444-2907,  both  from  End  User  Com- 
puting. 


FIRST  LOOK  at  Monarch 

EUC  recently  received  some  documentation  for 
a  product  called  Monarch.    Monarch  is  a  soft- 
ware product  that  will  create  PC  based  spread 
sheet  and  database  files  from  Mainframe  gener- 
ated reports.    If  the  mainframe  is  creating  data 
reports  that  you  would  like  to  use  in  PC  ap- 
plications but  you  don't  want  to  go  to  all  the 
trouble  of  reformatting  or  re-keying  the  data  - 
Monarch  might  be  just  what  you  need.    EUC 
has  a  demo  of  the  product  if  anyone  is  inter- 
ested, but  does  not  plan  to  do  a  full  evaluation 
unless  significant  interest  is  shown  in  this  type 
of  software.    Call  Dave  Howse  @  1593  if  you 
would  like  to  view  a  Monarch  demonstration. 


Coming  Attractions 

In  the  coming  weeks  ISD  will  be  looking  at 
WordPerfect  SIX-O  for  DOS,  exploring  the 
enhanced  interface,  new  features  and  memory 
requirements.    Also,  ISD  plans  to  review  Win- 
dows electronic  forms  software  such  as  Word- 
Perfect Informs  and  electronic  forms  from  other 
vendors.    Electronic  forms  can  be  created  and 
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mailed,  with  E-mail  providing  the  vehicle,  bet- 
ween offices.    Electronic  forms  provide  features 
such  as:  security  for  electronic  signatures,  data- 
links  to  other  applications,  built  in  query  lan- 
guages, and  libraries  to  store  individual  com- 
ponents of  forms  for  later  referral.    The  find- 
ings will  be  published  in  upcoming  issues  of 
News  &  Views.    Please  call  Kyle  Wynn  ext  2859 
if  you  have  any  questions  about  the  upcoming 


WordPerfect  New  Product  Rollout 

In  case  you  haven't  heard  the  WordPerfect  Cor- 
poration will  be  in  Helena  Tuesday,  August  10 
from  8:00-12:00  noon  at  the  Colonial  Inn.    They 
will  be  demonstrating  several  of  their  new  pro- 
ducts including:    WordPerfect  SIX-O  for  DOS, 
WP  Office  4.0,  WP  Presentations  2.0,  and  WP 
Informs  (an  electronic  forms  addition  to  Word- 
Perfect for  Windows).    If  you  are  interested  in 
attending  please  call  800-633-4873  to  make  a 
reservation. 


Calendar  of  Events 

August  11  -  Information  Technology  Manager's 
Group  (ITMG)  meeting. 


August  19  -  Information  Technology  Advisory 
Council  (ITAC)  meeting. 


End  Notes 


Submit  Articles 

If  you'd  like  to  submit  an  article  to  News  and 
Views  for  publication,  please  send  it  to  Dan 
Mossman  or  Brett  Boutin,  either  by  Zip  Mail 
or  regular  mail.    The  following  schedule  pro- 
vides dates  that  articles  must  be  received  by  in 
order  to  be  included  in  the  issues  listed  below: 


September  Issue 
October  Issue 


08/20/93 
09/17/93 


ISD  Network  Assistance  Center  444- 
2000 

Have  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  your  information  processing 
needs-either  voice  or  data?    The  central  con- 
tact point  is  the  ISD  Network  Assistance  Cen- 
ter. 


ISD  FY  94  RATE  SCHEDULE 

The  new  rate  schedule  for  ISD  Services  has 
been  recently  completed  and  released.    These 
rates  are  effective  July  1,  1993. 

Overall,  rates  have  decreased  or  remained  the 
same  with  the  exception  of  data  entry,  systems 
development,  and  training  and  education. 

If  you  have  any  questions  on  the  rates  please 
contact  Jim  Christnacht  at  444-2700. 


880  copies  of  this  public  document  were  printed  at  a  cost  of  $264. 

Distribution  costs  are  $18.25. 

28  copies  of  this  document  were  distributed  electronically  at  a  no  cost. 

Editors:     Brett  Boutin  &  Dan  Mossman 
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DEPARTMENT  OF  ADMINISTRATION 

INFORMATION  SERVICES  DIVISION 

FY94  RATE  SCHEDULE 

SERVICE  DESCRIPTION        UNIT  OF  MEASURE  RATE 


Computer  Processing  Services 


BATCH  CPU  SECOND 

EXCP* 

TAPE  MOUNTS^ 
aCS  CPU  SECOND* 
IDMS  CPU  SECOND* 
TSO  CPU  SECOND* 
TSO  EXCP* 
TAPE  STORAGE 
TAPE  STORAGE  ARCHIVE 
DISK  STORAGE 
PRINTING 

LOCAL 

•  1  PART 

•  2  PART 

•  3  PART 

•  4  PART 

•  5  PART 
REMOTE  PRINT 
LASER  PRINT 


1  CPU  SECOND 
1000  EXCPS 
1  MOUNT 
1  CPU  SECOND 
1  CPU  SECOND 
1  CPU  SECOND 
1000  EXCPS 
1  REEL  DAY 
1  REEL  DAY 
1  MB/DAY 


1000  UNES 
1000  LINES 
1000  LINES 
1000  UNES 
1000  LINES 
1000  LINES 
1  PAGE,  1  SIDE 
1  PAGE,  2  SIDES 


$0.3802 
$0.2828 
$1.0000 
$0.2927 
$0.2927 
$0.4657 
$0.3299 
$0.0127 
$0.0064 
$0.0412 


$0.6320 
$0.9160 
$1.1720 
$1.4634 
$1.9530 
$0.0458 
$0.0270 
$0.0480 


Processing  Adjustments  - 

JKscount:        33-35%  non-prime  time  processing  -  Batch  and  IDMS,  depending  upon  class. 

50%  non-prime  time  processing  -  TSO. 
Surcharge:      10%  scheduled  production. 

10%- 150%  depending  upon  priority  requested. 


Other  Production  Support 

DATA  ENTRY 
VO  CONTROL 
SYSTEMS  DEVELOPMENT 


1000  KEYSTROKES 
1  HOUR 
1  HOUR 


Computer  Output  Microfilm  (COM)  Services 

COM  MASTER  i  fIChE 

COM  DUPUCATES  1  FICHE 

Training  and  Education 

ALL  CLASSES  i  CLASS  DAY 

NOTE:    Contact  Ted  Plaggemeyer  at  Helena  Vo-Tech  (444-6800) 
for  specific  class  offerings  and  prices. 


$2.70 
$20.00 
$39.00 


$1.75 
$0.15 


$85.00 
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DEPARTMENT  OF  ADMINISTRATION 

INFORMATION  SERVICES  DIVISION 

1 

FY94  RATE  SCHEDUI.E 

'  ■ 

SERVICE  DESCRIPTION 

UNIT  OF  MEASURE 

RATE 

Voice  Communications 

-      STATION  EQUIPMENT 

•     Single  Line  Set 

PER  MONTH 

$15.00 

•      SL-1  Set 

PER  MONTH 

$19.00 

•      Dedicated  Voice  and  Data  Circuit 

Actual  Cost 

m     MERIDIAN  MAIL 

•      Voice  Mail  Box 

1  MAILBOX/MONTH 

$5.00 

•     Voice  Menu 

PER  MONTH 

$25.00 

Installation 

•     Voice  Mail  Set  Up  Charge 

$4.50 

•     Voice  Menu  Set  Up  Charge 

$100.00 

Charges  will  be  adjusted  based  on  busy  hour  traffic. 

0  -  50  CALLS 

$25.00 

51  -  100  CALLS 

$50.00 

101  -  200  CALLS 

$100.00 

201  AND  MORE  CALLS 

$200.00 

m     LONG  DISTANCE 

•     Network 

1 

Day        35%  OFF  DDD* 

1 

Evening   40%  OFF  DDD* 

Nighty 

60%  OFF  DDD* 

*Direct  Distance  Dialed  Daytime  Rates  per  FCC/PSC  TariflEs 

Data  Communications 

m     INTF.I.IJGENT  DEVICE 

1  DEVICE/MONTH 

$40.00 

■     OTHER  DEVICE  (Dumb  Terminal) 

1  DEVICE/MONTH 

$30.00 

■      REMOTE  56KB 

MULTI-PROTOCOL  SERVICE 

SITE/MONTH 

$1,000.00 

■      NON-STATE  SNA  MULTI  DROP  SERVICE 

Physical 

DROP/MONTH 

$100.00 

Logical 

DROP/MONTH 

$20.00 

Wiring  Installation  Charge  (Standard) 

■      DUAL  JACK  (VOICE  DATA) 

1  DEVICE 

$105.00 

>      MOVE  TO  NEW  JACK 

1  DEVICE 

$25.00 

.      NEW  JACK-EXISTING  WIRE 

1  DEVICE 

$53.00 

>      RECONNECT  TO  EXISTING  JACK 

1  DEVICE 

$26.00 

>      PLACE  TF.I.EPHONE 

1  DEVICE 

$15.00 

Video  Conferencing 

■      RATES  WILL  VARY  DEPENDING  UPON  SPECIFIC  NEEDS. 

Contact  video  conferencing  coordinator  at  444-3517  for  detaD  rate  and  scheduling  informa- 

tion. 
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All  classes  will  be  held  in  Room  210  at  the  Helena  Vo-Tech  center  at  1115  N.  Roberts,  unless  another 
location  is  specified.    Please  note  that  these  costs  are  subject  to  change  each  July  1st. 

To  enroll  in  a  class,  you  must  send  or  deadhead  an  enrollment  application  to  the  State  Training  Center, 
HVTC,  Helena,  MT    59601.    If  you  have  questions  about  enrollment,  please  call  444-6800.    Once  you 
enroll  in  a  class,  the  full  fee  will  be  charged  UNLESS  you  cancel  at  least  three  business  days  before  the  first 
day  of  class. 

The  classes  available  and  their  costs  are  as  follows: 

Class  Name 
*MVS\ESA  -  Differences  from  MVS\XA 
♦Introduction  to  TSO/SPF 
♦Introduction  to  JCL  (Job  Control  Language) 
♦Introduction  to  CICS  Programming 
♦Introduction  to  IDMS  Database  Programming 
♦IDMS  ADS/Online 
♦Introduction  to  CULPRIT 
♦Subscripting  in  CULPRIT 
♦CULPRIT  Programming  for  IDMS 
♦Introduction  to  SAS:    Module  1 
Module  2 
Module  3 
♦Novell  Network  Administration 
♦Novell  NetWare  System  Manager 
♦Novell  NetWare  Advanced  System  Manager 
♦Novell  Netware  Service  &  Support 

PC  Maintenance 

♦Windows  Purchase,  Installation  and  Use  Considerations 
♦Windows  for  the  Technical  Support  Team 

Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 

Intermediate  DOS 
♦Introduction  to  Novell  Networks 

Introduction  to  Windows 

CorelDraw 

Introduction  to  Quickref/Docview 

Introduction  to  WordPerfect  (5.0  or  5.1) 

Advanced  Features  of  WordPerfect  5.0 

♦WordPerfect  Complex  Document  Functions 

♦More  WordPerfect  Complex  Document  Functions 

♦WordPerfect  5.1  Tables 

♦WordPerfect  5.1  Columns  and  Math  Functions 

♦WordPerfect  5.1  Graphics 

WordPerfect  Merge  and  Sort  Functions 

WordPerfect  5.1  Macros 

♦WordPerfect  5.1  Tips  and  Tricks 

*Cx)nversion  from  WordPerfect  5.0  to  5.1 


Length 

Cost 

in  Days 

FREE 

V* 

S  85.00 

1 

340.00 

4 

»* 

5 

** 

5 

** 

5 

255.00 

3 

FREE 

V*      . 

170.00 

2 

21.25 

y* 

21.25 

v* 

212.50 

V/i 

170.00 

2 

** 

3 

** 

3 

*» 

5 

170.00 

2 

FREE 

^4 

** 

2 

85.00 

85.00 

85.00 

42.50 

V4 

85.00 

85.00 

FREE 

'/4 

127.50 

l'/2 

127.50 

l'/2 

42.50 

'/2 

42.50 

'/2 

42.50 

Vl 

42.50 

1/2 

85.00 

1 

42.50 

'/2 

85.00 

1 

FREE 

1/4 

FREE 

% 
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Conversion  to  WordPerfect  5.2  for  Windows 

Desktop  Publishing  for  WordPerfect 

Spreadsheet  Design  and  Documentation 
'Conversion  from  Lotus  1-2-3  Rel.2.2  to  Rel.3.1 

Introduction  to  Lotus  1-2-3,  (Release  2.3  or  3.1) 

Intermediate  Lotus  1-2-3,  (Release  2.3  or  3.1) 
♦Lotus  1-2-3  WYSIWYG  Features  (Release  2.3  or  3.1) 
♦Lotus  1-2-3  Graphics  (Release  2.3  or  3.1) 
♦Lotus  1-2-3,  Release  3.1,  3-Dim.  Spreadsheets 
♦Lotus  1-2-3  Printing  (Release  2.3  or  3.1) 
♦Lotus  1-2-3  for  Windows  Conversion 

Freelance  for  Windows 
♦Freelance  for  Windows  -  Conversion 

Lotus  1-2-3  Macros  (Release  2.2,  2.3,  or  3.1) 
♦Introduction  to  Lotus  1-2-3  Database  Features 
♦Introduction  to  PF5:Professional  File,  Ver.  2.0 
♦Micro  Database  Concepts  and  Design 
♦Introduction  to  R:Base,  Release  3.1 
♦Advanced  R:Base  Release  3.1 

R:Base  Query  and  Reports  (Rel.  3.1) 
♦R:Base  Views  (Rel.  3.1) 
♦Intermediate  R:Base  (Rel.  3.1) 
♦State  Telephone  Training 
♦Orientation  to  State's  Computer  Center 

Introduction  to  IBM's  Library  Reader 
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This  class  is  not  scheduled  during  the  lime  covered  in  this  issue. 
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Data  Network/Mainframe  Classes 


August  9  a.m. 
August  23  p.m. 
September  22  a.m. 
September  22  p.m. 
October  21  a.m. 
October  22  a.m. 


Introduction  to  Quick-ref/Docview 
Introduction  to  IBM  Library  Reader 
Introduction  to  IBM  Library  Reader 
Introduction  to  Quick-ref/Docview 
Introduction  to  IBM  Library  Reader 
Introduction  to  Quick-ref/Docview 


Microcomputer  Classes 


18 


August  3 
August  17, 
August  24 
August  26 
August  31 
September  1 
September  2 
September  9 
September  16 
September  23 
October  14 
October  20 
October  27,  28 


Intermediate  DOS 

PC  Maintenance 

CorelDraw 

Lotus  Freelance 

Introduction  to  Windows 

Beginning  Microcomputer  Skills 

Introduction  to  DOS 

Desktop  Publishing  for  WordPerfect 

Introduction  to  Windows 

Freelance  for  Windows 

Intermediate  DOS 

Introduction  to  Windows 

PC  Maintenance 


Word  Processing  Classes 

August  10,  11 
September  28,  29 
September  30 
September  30 
October  1  a.m. 
October  6,  7 
October  13  a.m. 
October  26  a.m. 

Spreadsheet  Classes 

August  5 
September  8 
September  14,  15 
September  20,  21 
October  19 


Advanced  Features  of  WordPerfect 
Introduction  to  WordPerfect 
WordPerfect  Merge  &  Sort 
WordPerfect  Macros 

Conversion  to  WordPerfect  5.2  (Windows) 
Advanced  Features  of  WordPerfect 
Conversion  to  WordPerfect  5.2  (Windows) 
Conversion  to  WordPerfect  5.2  (Windows) 


Intermediate  Lotus  1-2-3  (Release  2.3  or  3.1) 
Spreadsheet  Design  &  Documentation 
Introduction  to  Lotus 
Lotus  Macros 
Intermediate  Lotus 


Database  Classes 

October  5 


R:Base  Query  &  Reports 
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Data  NetworkfMainframe  Classes 


INTRODUCTION  TO  LB.M.'s  LIBRARY  READER:  presented  by  Denny  Knapp  of  the  Applica- 

tion Services  Bureau 

DATES  &  TIMES:  August  23,  1993    1:00  p.m.  to  3:00  p.m. 

September  22,  1993    9  a.m.  to  11:00  a.m. 

October  21,  1993    9  a.m.  to  11:00  a.m. 
PREREQUISITE:  None 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  free  class  will  provide  an  introduction  to  the  I.B.M.  Online  Library  Reader  software  soon  to  be 
made  available  on  the  State  personal  computer  network.  Library  Reader  provides  the  ability  to  access, 
on-line  from  your  workstation,  the  I.B.M.  mainframe  hardware  and  software  manuals.  This  will  greatly 
reduce  the  need  for  hard  copy  mainframe  manuals.  Library  Reader  provides  several  advanced  capabili- 
ties such  as  indexed  or  approximate  searches,  hypertext  linking,  logical  grouping  of  manuals  into 
"bookshelves",  user  entered  "margin  notes",  and  much,  much  more.  This  session  will  have  some  hands- 
on  work  so  class  sizes  will  be  limited. 


INTRODUCTION  TO  QUICK-REF/DOCVIEW:    presented  by  Dave  Howse  of  the  Application 

Services  Bureau 

DATES  August  9,  1993    9:00  a.m.  to  11:00  a.m. 

&  TIMES:  September  22,  1993    1:00  p.m.  to  3:00  p.m. 

October  22,  1993     9:00  a.m.  to  11:00  a.m. 
PREREQUISITE:  Working  knowlege  of  TSO/SPF 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  to  introduce  the  QUICK-REF  and  the  CA-DOCVIEW  system  to  mainframe  users. 
QUICK-REF  is  a  "pop-up"  quick  reference  tool  for  ISPF  users.    It  provides  rapid  access  to  a  variety  of 
reference  information,  without  forcing  the  ISPF  user  to  interupt  their  current  session.  The  type  of 
information  provided  includes,  but  is  not  limited  to,  the  following:  MVS  JCL  syntax.  Assembler 
Language  syntax,  MVS  messages  and  codes,  TSO  command  syntax,  MVS  reference  summary,  TSO  Clist 
syntax,  VTAM  messages,  JES2  syntax,  DASD  free  space  info,  CICS  messages  and  codes,  COBOL  syntax, 
and  various  independent  software  vendors  messages.  Participants  will  go  through  the  fundamentals  of 
using  QUICK-REF  in  a  real-time,  hands-on  session. 

CA-DOCVIEW  contains  reference  information  on  products  supplied  by  Computer  Associates,  such  as 
IDMS,  Tape  Management  System,  and  ACF2.    CA-DOCVIEW  is  availabe  to  mainframe  users  form  the 
U  option  of  ISPF.    CA-DOCVIEW  provides  online  access  to  information  normally  available  only  in 
hard-copy  manuals.  Participants  will  go  through  the  fundamentals  of  using  CA-DOCVIEW  in  a  real- 
time, hands-on  session. 
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Microcomputer  Classes 


PC  MAINTENANCE: 

DATES: 

TIME: 

PREREQUISITE: 

LOCATION: 


presented  by  the  staff  of  the  Helena  Vo-Tech 

August  17  and  18,  1993 

October  27  and  28,  1993 

8:30  a.m.  to  4:30  p.m. 

Working  knowledge  of  DOS 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  course  is  designed  to  give  participants  insight  into  normal  routine  maintenance  of  the  personal 
computer.    Topics  covered  will  be  internal  diagnostics,  add-on  cards,  memory  management,  systems 
upgrades,  hard  disk  performance  tips,  and  routine  troubleshooting  techniques. 

BEGINNING  MICROCOMPUTER  SKILLS:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


September  1,  1993 

8:30  a.m.  to  4:30  p.m. 

None 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  course  will  give  participants  brief  hands-on  experience  with  microcomputers.    The  following  topics 
will  be  covered: 


The  Machine 

The  Operating  System 

Word  Processing 


Spreadsheets  and  Graphics 
File  Management 
Communications 


Most  class  time  will  be  spent  using  microcomputers  and  software.  This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.  This  class-or  its  equivalent-is 
a  prerequisite  for  our  other  microcomputer  courses. 


FUNDAMENTALS  OF  DOS: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE:  September  2,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts.  Room  210 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Set-up  files  such  as  CONFIG.SYS 

Internal  DOS  commands  -  DIR,  ERASE.  RENAME,  TYPE.  COPY  and  their  variations 

External  commands  -  FORMAT.  SYS.  DISKCOPY,  CHKDSK,  MODE 

Interpreting  batch  files 

Backup  procedures 
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INTERMEDIATE  DOS:     presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATES:  August  3,  1993 

October  14,  1993 
TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Fundamentals  of  DOS  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  to  follow  the  "Fundamentals  of  DOS"  class  and  to  give  the  user  a  better 
understanding  of  and  increased  ability  to  use  DOS.    It  is  not  designed  for  programmers  and  does  not 
cover  all  the  advanced  features  of  the  operating  system.    The  following  topics  are  covered: 


ATTRIB 

Batch  File  Creation 

EDLIN 

Batch  file  commands 
DISKCOMP 
Filters  (FIND,  MORE) 


JOIN 

LABEL 

MODE 

REPLACE 

SELECT 

XCOPY 


INTRODUCTION  TO  WINDOWS:     presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATES: 


TIME: 

PREREQUISITE: 

LOCATION: 


August  31,  1993 

September  16,  1993 

October  20,  1993 

8:30  a.m.  to  4:30  p.m. 

Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows 
makes  other  applications  easier  to  use  and  more  productive.    Topics  will  include: 

•  What  are  Windows  -  multi-tasking  and  task  switching 

•  Using  DOS  applications 

•  Using  Windows  accessories  and  features 

•  Screen,  window  and  menu  navigation 

•  Window  sizing  and  movement 

•  Customization 

This  course  will  not  include  training  for  system  administrators  and  programmers.    It  will  not  cover 
Windows  installation,  maintenance  or  advanced  features  such  as  use  for  programming  and  file/directory 
management. 

FREELANCE  GRAPHICS  FOR  WINDOWS:         presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


September  23,  1993 

8:30  am  to  4:30  pm 

Beginning  Microcomputer  Skills 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  will  give  participants  hands-on  experience  using  Freelance  for  Windows  to  create  many  types 
of  figures,  drawings,  graphs  and  screen  shows.    Students  will  learn  to  use  Freelance's  symbol  library  and 
freehand  drawing  capabilities  and  to  link  data  from  Lotus  1-2-3  spreadsheets  to  create  a  publication- 
quality  chart  or  graph. 
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CORELDRAW  3.0  FOR  WINDOWS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  August  24,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Familiarity  with  DOS  and  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  new  users  an  overview  of  CorelDraw  its  features  and  abilities.    CorelDraw  is  made 
up  of  six  components:    CorelPHOTO-PAINT,  CorelMOSAIC,  CorelTRACE,  CorelDRAW,  Corel- 
CHART,  and  CorelSHOW.    Students  will  learn  to  create  and  edit  graphic  figures,  boxes,  lines,  charts 
and  photographic  images  through  hands  on  exercise.    These  abilities  will  then  be  combined  to  produce  a 
basic  slide  show.    This  course  is  tailored  for  the  beginning  windows  graphic  user.    Additional  and  more 
advanced  classes  will  be  scheduled  for  each  component  of  the  Corel  system. 


Word  Prgcmifig  Clauses 


INTRODUCTION  TO  WORDPERFECT:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  July  29  and  30,  1993 

September  28  and  29,  1993 
TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  WordPerfect  for  new  users  of  release  5.0  or  5.1.    Experience  with 
WordPerfect  is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.    Some  advanced  features  will  also  be  covered,  including  checking 
spelling,  finding  a  word  or  phrase,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document 
files. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.0:       presented  by  the  staff  of  the  Helena  Vo-Tech 

Center 

DATES:  August  10  and  11,  1993 

October  6  and  7,  1993 
TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts.  Room  210 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of  style  sheets  and 
master  documents,  keyboard  layout,  the  compose  function  and  graphics. 


WORDPERFECT  MERGE  AND  SORT  FUNCTIONS: 


presented  by  the  staff  of  the  Helena 
Vo-Tech  Center 


DATE:  September  30,  1993 

TIME:  8:30  a.m.  to  noon 

PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  cover  the  file  merge  and  sort  features  of  WordPerfect.    Students  currently  using 
WordPerfect  5.0  or  5.1  will  have  hands-on  practice  with  the  steps  needed  to  generate  files  sorted  in  a 
variety  of  ways.    They  will  also  learn  to  merge  primary  and  secondary  files  for  mass  mailings,  for 
example,  and  to  set  up  files  for  keyboard  merges. 


CONVERSION  TO  WORDPERFECT  5.2  FOR  WINDOWS: 


presented  by  the  staff  of  the  Helena 
Vo-Tech  Center 


DATES: 


TIME: 

PREREQUISITE: 

LOCATION: 


October  1,  1993 

October  13,  1993 

October  26,  1993 

8:30  a.m.  to  12:00  noon 

Intro,  to  WP,  Intro,  to  Windows  or  equivalent 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  half  day  class  is  designed  for  persons  who  are  experienced  with  WordPerfect.    It  will  cover  the 
functional  differences  between  WordPerfect  for  DOS  and  WordPerfect  for  Windows  Version  5.2.    An 
emphasis  will  be  placed  on  the  graphic  user  interface  elements  which  make  WordPerfect  for  Windows 
look  and  feel  like  other  Windows  products.  Some  of  the  many  new  features  to  be  demonstrated  include: 
pull  down  menus,  pop-up  lists,  dialog  boxes.  Button  Bar,  and  the  File  Manager. 


WORDPERFECT  5.1  MACROS 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


September  30,  1993 

1:00  p.m.  to  4:30  p.m. 

Introduction  to  WordPerfect  5.0  or  5.1 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  is  a  seminar  class  that  will  cover  the  theory  and  construction  of  basic  WordPerfect  macros.    Class 
will  begin  with  simple  hot  key  and  named  macros  and  proceed  through  the  introductory  level  of  the 
macro  language.    Special  macros  will  be  created  such  as  capturing  inside  addresses  for  printing 
envelopes  and  building  simple  menus  for  lists  of  commonly  used  tasks.    Students  are  encouraged  to 
bring  examples  of  tasks  for  instructor  assisted  class  projects. 


DESKTOP  PUBLISHING  WITH  WORDPERFECT  5.1: 


presented  by  the  staff  of  the  Helena 
Vo-Tech  Center 


DATE:  September  9,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  combine  all  the  essential  elements  of  desktop  publishing-text,  graphic  images,  and  page 
design  and  layout~to  create  and  print  professional-looking  documents  with  WordPerfect  5.1.    Students 
will  work  with  fonts  and  type  sizes,  kerning,  multicolumn  formats,  graphic  lines,  graphic  boxes,  and 
graphic  images.    Also  covered  will  be  use  of  the  scanner  to  produce  graphic  images. 
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SPREADSHEET  DESIGN  AND  DOCUMENTATION:  presented  by  the  staff  of  the  Helena  Vo- 

Tech  Center 

DATE:  September  8,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  emphasize  the  importance,  effectiveness  and  the  organizational  benefits  of  good 
spreadsheet  design  and  documentation.    Lotus  1-2-3  Release  2.2  will  be  used  to  demonstrate  good  and 
bad  techniques.    Some  common  methods  for  solving  logic  problems  and  locating  design  and  programm- 
ing mistakes  will  be  covered. 

INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.4:  presented  by  the  staff  of  the  Helena  Vo-Tech 

Center 


DATES:  September  14  and  15,  1993 

TIME:  8:30  a.m.  to  4:30  p.m.  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  Lotus  1-2-3  for  persons  with  little  or  no  Lotus  experience.    It  will 
consist  of  instructions  and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the 
participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  spreadsheets.    Additional  topics  will  include 
selected  graphic  features,  the  use  of  formulae  to  connect  spreadsheets,  and  the  opening  of  multiple  files 
at  the  same  time.    Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get) 
features  of  Releases  2.3  and  3.1  such  as  enhanced  printing  of  spreadsheets  and  graphs. 

INTERMEDIATE  LOTUS  1-2-3,  RELEASE  23  OR  3.1:       presented  by  the  staff  of  the  Helena  Vo- 
Tech  Center 

DATES:  August  5,  1993 

October  19,  1993 
TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  intended  for  users  of  Release  2.3,  3.1  or  3.1 -I-.    It  covers  intermediate  features  of  Lotus 
1-2-3  for  those  who  are  familiar  with  Lotus  basics.    It  consists  of  instructions  and  hands-on  practice, 
with  lab  time  available  for  building  spreadsheets  of  the  students'  choosing. 

The  following  topics  will  be  presented: 

•  @  functions 

•  Date  and  time  formats  and  functions 

•  Rances--naminp,  hiding  and  protecting  ranges;  using  range  commands 
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•  Global  defaults 

•  Titles,  windows  and  text  editing 

Time  permitting,  the  following  topics  will  be  covered  with  some  hands-on  practice: 

•  Selected  file  functions  and  file  linking 

•  Magellan  Viewer  Addin  (available  in  Releases  2.3  and  3.1+  only) 

•  Auditor  Addin  (available  in  Releases  2.3  and  3.1+  only) 


LOTUS  1-2-3  MACROS: 

DATES: 
TIME: 

PREREQUISITE; 
LOCATION: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

September  20  and  21,  1993 

8:30  a.m.  to  4:30  p.m.  each  day 

Beginning  and  Advanced  Lotus  1-2-3  Release  2.2 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  is  designed  for  those  who  want  to  learn  about  Lotus  1-2-3  macros.    It  will  consist  of 
instruction,  demonstrations,  and  hands-on  practice  with  lab  time  available  to  build  spreadsheets  of 
participant's  choosing.    The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  and  edit 
macros  to  perform  simple  operations  or  redundant  tasks.    The  material  covered  will  apply  to  all  releases 
of  Lotus  1-2-3  (2.2,  2.3,  and  3.1).    It  will  include  writing  and  debugging  macros,  using  the  keystroke 
recorder,  and  using  advanced  macro  commands. 


Database  Classes 


RzBASE  QUERY  AND  REPORTS,  RELEASE  3.1: 


presented  by  the  staff  of  the  Helena  Vo-Tech 
Center 


DATE: 
TIME: 

PREREQUISITE: 
LOCATION: 


October  5,  1993 
8:30  am  to  4:30  pm 
Introduction  to  R:Base 
Helena  Vo-Tech  Center, 


1115  North  Roberts,  Room  210 


This  class  will  expand  on  report  writing  topics  covered  in  "Introduction  to  R:Base."    Topics  include 
writing  reports  using  breakpoints  and  R:Base  functions.    Also  covered  will  be  more  information  about 
queries  and  views  as  they  relate  to  reports. 


Fa^  16 


August  1993 


CLASS  ENROLLMENT  APPLICATION 


COMPLETE  THIS  APPLICATION  IN  FULL  AND  SUBMIT  IT  AT  I.FAl^T 
ONE  WEEK  PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE    DATA 


Course  Requested; 
Date  Offered: 


STUDENT  DATA 


Name; 


Soc.  Sec.  Number  (for  P/P/P) 

Agency  &  Division:  

Mailing  Address: 


Phone : 


How  have  you  met  the  required  prerequisites  for  this 
course?   Explain,  giving  the  class (es)  taken,  tutorial (s) 
completed,  and/or  experience. 


BILLING  INFORMATION/ AUTHORIZATION  MANDATORY 


Responsibility  Center: 
Authorized  Signature: 


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 

DEADHEAD  OR  MAIL  COMPLETED  FORM  TO: 

HELENA  VO-TECH  CENTER 

COMPUTER  TRAINING  CENTER 

1115  NORTH  ROBERTS,  HELENA  59601 

FAX  444-6892 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
ROOM  221,  MITCHELL  BLDG 
PO  BOX  200113 
HELENA  MT    59620-0113 


HAROLD  CHAMBERS 
MONTANA  STATE  LIBRARY 
REFERENCE  &  INFO  SERVICES 
151S  E  SIXTH 
HELENA  MT  59620 


DEADHEAD 


